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CHAPTER 14

POSTAL OFFENSES AND LOSSES

1400. PURPOSE . This chapter establishes the procedures for handling and
reporting postal offenses and |losses at mlitary post offices (MPOs). Require-
Oents are provided for designating investigating officers. Procedural infor-
mation for preparing and processing reports of investigation conected with

such cases is also included. |Information concerning postal offenses and | osses
occurring at the unit mail room (UMR) and postal service center (PSC) are
i ncluded in DoD 4525.6-M Vol |1, Chapter 7.

1401. GENERAL .  The Department of Defense is responsible for ensuring USPS is
rei nbursed for the loss of funds, postage stock, and accountable mail because
of enbezzl enent, negligence, or theft while in the custody of the MPO.  I|nves-
tigation by the MIlitary Services nmay be required to determ ne individual
|iability. For the purpose of this chapter, the term“investigating officers”
is defined as a conm ssioned officer, warrant officer, or senior enlisted
person (E-7 thru E-9) appointed to investigate postal offenses or |osses.

1.  The proper use of postal effects and supplies and the protection and
tinely transmssion of mail are essential elenents of an effective and efficient
postal system The adm nistration of the MPO nust focus on naintaining these
el ements in accordance with the USPS/DoD Postal Agreenment and with service
standards established by the Departnment of Defense.

2. Postal offenses are occurrences which violate | aws, agreenents, or
USPS and DoD regul ations, and that jeopardize the security of mail, postal
effects, and other USPS/DoD property. They include:

a. Theft, destruction, [ anipulation, msappropriation, or enbez-
zl enent of postal funds, blank noney orders, noney order inprinters, Oali
keys, stanps, and stanped paper, including neter postage or postmarking devices.

b. Altering, counterfeiting, forging, or fraudulently passing noney
orders and other postal paper.

c. Mailing of illegal drugs, pornographic, or other prohibited
matter. MPCS shall refer to Part 123 and 124, DMM (reference (i)), and
par agr aph 905. 15.

d. Theft, rifling, delay, destruction, or interception of mail while
under jurisdiction or custody of the MPO at all |evels.

e. Alteration, destruction, or other unauthorized disposition of
postal records.

f. Use of the mails to defraud.

g. Robbery, burglary, or forceful entry of mlitary postal activ-
ities or USPS facilities located on mlitary installations operated by [lilitary
personnel.
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h. Abuse or unauthorized use of MPO privil eges.
i. Msuses of DoD official indicia, stanps, and postage neters.

3. Postal losses, such as shortages in stanmp stock accounts when i me-

diate restitution is nmade, mssing noney orders (M) vouchers, etc. , discovered
during the course of normal events or routine audits are not required to be

reported as a postal offense unless crimnal intent is suspected.

1402. POSTAL OFFENSE REPORTI NG

1. Command responsibilities and required actions involving postal
of fenses descri bed above are outlined in figures 14-1 and 14-2.

2. The initial report to the MPSA shall be made by el ectrical nessage
within 72 hours of the discovery. The appropriate mlitary investigative
agency wll also be notified i medi ately upon di scovery of the postal offense.
Addressing, format, and content shall conformwth instructions in figure 14-3.
Submt followp reports as required until the case is closed. ”

3. The MPSA when deened appropriate shall assign a case nunber for
reference purposes, and take whatever action is deternmined to be necessary.
|f a case nunber is not assigned within 30 days fromthe reporting date, you may
consi der that MPSA does not require additional information. However, investiga-
tion should continue at the |ocal |evel.

4, All subsequent correspondence on reported offenses nust reference
t he case nunber assigned by the MPSA, and any other case nunbers established by
mlitary investigative agencies.

5. Reports required under this chapter are in addition to any investiga-
tion being conducted by other agencies, such as, Crimnal Investigation Division
(G D), Naval Investigation Service (NIS), and O fice of Special Investigation (0S1).

1403.  STAMP STOCK AND POSTAGE METER SHORTAGES

1. Losses or Shortages in Stanp Stock Credits

a. Good judgnment is essential to the proper control and admnistra-
tion of USPS funds. Repeated shortages or overages in a single account, even
if within tolerance limts, may be justification for renoving postal clerks
fromduties involving the handling of postal effects. A postal clerk’s wll-

i ngness to make restitution shall not influence decisions to relieve personnel
of such duti es.

b. No action against the individual is necessary, except as noted
i n paragraph 1403.1.a, when audits reveal a shortage in excess of tolerance
limts due to carel essness or simple neglect and inmediate restitution of
the full anount is nade.

c. If the accountable individual is unable to make i medi ate res-

titution, but initiates pay adjustnent action, such conmitnent shall be accepted
as full restitution and a postal offense report is not submtted.
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d. If the responsible individual nust make restitution through
monthly installments, follow procedures outlined in paragraph 1403.2 for
obt ai ning replacenment stock. The auditor and the individual concerned shall
initiate DD Form 139, “Pay Adjustment Authorization,” through the servicing
mlitary finance office. Pay adjustment action is separate and independent
of any disciplinary action that m ght be warranted. The finance office shall.
be requested -to make checks payable to the serving postmaster. However,
request that the checks be mailed to the postal finance officer (PFO) or
-custodi an of postal effects (COPE), as appropriate, so proper credit for res-
titution can be naintained. | f the anobunt of the |oss exceeds the nmaxi num
al | oned under pay adjustnent action for a single nonth, the debt shall be paid
in Lonthly installnents.

(1) If you have fixed credit, submt each check as it is received
wth a letter to the serving PFO or postnmaster identifying the shortage to be
credited.

(2) If you have a flexible credit, submt the checks to the
serving postmaster as they are received and take credit for the amount on PS
Form 1412B, “Daily Financial Report.”

e. If the shortage results from possible crimnal intent or the
i ndi vidual refuses to nmake restitution, the auditor shall imediately report
the circunmstances and appropriate action shall be taken in accordance wth
figures 14-1 and 14-2. The responsible individual shall be renoved from postal
duties and credit withdrawmn. |f the individual refuses to nake restitution
but crimnal intent is not apparent, the responsible conmander may all ow the
i ndividual to retain the credit pending the result of the investigation.

2. Repl acement of Stock. \Whenever a shortage occurs and inmediate
restitution is not made, the PFO or COPE shall submt a letter of explanation
i f the responsible individual has initiated pay adjustnent action, or a copy
of the postal offense nmessage, if restitution is refused, to the serving Post’
master or PFO as appropriate. The postmaster shall carry the shortage in
suspense until the issue is resolved by restitution or paynment of the claim
by the respective Mlitary Service. Refer to table 14-1 for replacenent
procedur es.

3. Wt hdrawing Credit Because of Shortage. To withdraw a credit, the
PFO or COPE shall prepare a PS Form 1096 in two copies to reflect the exact
anount of stock and funds that can be accounted for. The original shall be
provided to the individual and the duplicate copy filed with the person’s
PS Form 3369, “Consigned Credit Receipt” and the audit formreflecting the
shortage. In the case of possible crimnal intent, the individual shall not be

returned to postal duties until the investigation results show conpl ete expl ana-
tion.

4, Acceptance of Counterfeit Currency. |f a shortage occurs due to the
acceptance of counterfeit currency, report it the day it is discovered. Posta
clerks shall report the incident to the COPE and the MPO supervisor. COPES
di scovering counterfeit currency in their account, or upon notification of
counterfeit currency submtted to check-issuing facility, shall report to the

MPO supervisor. The MPO supervisor shall report the incident directly to the
appropriate military investigative agency.
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a. Obtain a receipt in duplicate fromthe investigative agency for
the counterfeit currency.

b. The PFO or COPE shall subnmit a letter of explanation to the
serving postmaster or PFO requesting stock as outlined in paragraph 1403. 2.
The letter nust include a statenent of justification. The statenent nust
conclude that the person who accepted the bill used as nuch care as a rea-
sonabl e, prudent person woul d have used in the same situation. An exanple of
a’ statenment to be used in clainms of this type is: “lI was unaware that coun-
terfeit bills of this denom nation and series were in circulation in this area
and the bill was of good quality and deceptive in character to ne.” Include

a copy of the postal offense report O essage and a copy of the receipt with
the letter.

c. Attach a copy of the investigative agency receipt and a copy
of the letter to the accepting clerk’s or COPE's PS Form 3369. The shortage
shall be carried forward on each audit form until credit is received fromthe
account abl e postnmaster.

5. Postage Meter Shortages. Normally shortages will not occur when
postage neter funds are remtted as they are maintained with flexible or fixed

credit funds. However, certain shortages Oay occur because of abnornal situa-
tions.

a. |If the shortage is caused by acceptance of counterfeit currency
which is identified as neter funds 6 paragraph 1403.4. , applies, except that
replacement stock shall not be required. In addition, disregard instructions

i n paragraph 1403.4.c.

b. Wien the USPS detects errors in nmeter fund remttances, procedures
outlined in paragraph 1405., apply.

c. Shortages, (except those addressed above), where inmmediate restitu-
tion is not made, shall be reported as postal offenses (see paragraph 1402.).
A copy of the postal offense report nessage shall be submtted with the PS Form
3602- PO, “Postage Collected Through Post O fice Meter,” and remttance for the
funds that are avail able.

1404.  MONEY ORDER SHORTAGES.

1. Shortage of Mney Order Funds.

a. Audit of daily noney order accounts may disclose shortages in
MO funds that could be due to sinple error, carel essness, or negligence,
Wi thout intent on the part of the responsible individual to defraud, enbezzle,
or otherw se msappropriate USPS funds. |f the responsible individual nakes
restitution at the tine the shortage is discovered, no other action is required.
|f a shortage is discovered by Money Order Division (MXD), St. Louis, Missouri
(see paragraph 1405), after the noney order business (MOB) report has been
submtted and voluntary restitution is nade, show the anmount as an overage
on the next report with a reference to the MOB report that-was short. If
the MO cl erk accepts responsibility for the 1oss but is unable to make | Mmedi at e
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full restitution, paragraph 1403.1.c. , applies. If restitution is nade in nonthly
install ments, each time a check is received it shall be submtted as an overage.
Include a statenment on the PS Form 6019, “MIlitary Post Ofice (MPO) Report

of Money Order Business,” referring to the MOB report which carried the original
short age.

b. “If voluntary restitution is not Oade or crimnal intent is
suspected, paragraph 1402., applies. The responsible commander shall also
‘immediately designate an investigating officer who shall verify and docunent
the shortage within 2 workdays of discovery. The MOB report, wth funds,
vouchers, paid Mos, tapes, and spoiled M3XS, if any, can then be submtted to
the MOD, St. Louis, Mssouri. The report shall provide an explanation of the
shortage, and explain that an investigation is being conducted.

c. Wen the USPS detects errors in neter fund remttances, proce-
dures outlined in paragraph 1405., shall apply.

d. Counterfeit currency shall be handled as fol | ows: -

(1) If a shortage occurs due to the acceptance of counterfeit
currency, report it on the business day it is discovered, and include in the
remar ks section the statenent shown in paragraph 1403.4.b.

(2) If the counterfeit currency is discovered involving consol -
| dated reports and the accepting clerk cannot be identified, the PFO or COPE
shal | provide an explanation in the remarks section of the consolidated report.
The expl anation shall include a statenent, such as: “Regarding the counterfeit
bills for units 1, 2, and the parent MPGQ | amunable to determ ne which clerk
accepted the bills, but they were of good quality and deceptive in character.”

(3) The COPE or clerk, as appropriate, shall obtain a receipt
in duplicate from the investigative agency. Attach one copy of the receipt
to the report submtted to MOD and the other submtting activity's file

copy .

2. Loss, Destruction, or Theft of Money Order Forns.

a. If blank MO forns are |ost, destroyed, or stolen, the incident
shall be reported as a possible postal offense in accordance w th paragraph

1402. The nessage report shall follow the addressing and format as illustrated
in figure 14-3.

b. MOS recovered after having been reported | ost or stolen shall not
be issued, but shall be held until instructions for disposition are received
fromthe source of supply or MPSA.

1405.  FI NANCI AL ADJUSTMENT MEMORANDUM  When USPS detects errors in nmeter or

. -money order remttance, MPSA shall receive a PS Form 1908, “Financial Adjustnent.
Menor andum (FAM)," prepared by the accountable postrmaster or MOD, relating to

the overage or shortage. Those FAMs pertaining to mnor day-to-day dis-
crepancies, such as inverted nunbers, incorrect remttances, and |like occurrences
shal|l be forwarded directly by the postnmaster to the MPO for resolution. FAMs
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pertaining to major discrepancies where there is a possibility of an investiga-
tion being conducted, or where it appears there may be a delay in restitution,

shall be forwarded to MPSA. MPSA shall forward the FAM t hrough conmand channel s ==

for necessary action. If an individual is responsible for a shortage, voluntary
restitution shall be requested. |f voluntary restitution is refused, the reason
for the refusal shall be docunented and submtted to MPSA for review. MPSA
shall then resolve the shortage with USPS or notify the originator to designate
an investigating officer as outlined in paragraph 1408.

1406.  CATASTROPHES

1. If a postal facility is damaged as a result of fire, typhoon, earth-
quake, flood, explosion, or eneny action, the incident shall be reported through
command channel s by the nobst expeditious neans available. The contents of the
report shall be in accordance with paragraph 1407., and the notification of the
i nci dent shall follow reporting procedures outlined in figure 14-3.

2. |lmediately follow ng the catastrophe, the COPE shall audit accounts
and inventory all assigned postal effects. The inventory shall be conducted
jointly with the MPO supervisor or postal officer, and shall be verified by

both parties upon conpletion. |If a loss is discovered, an investigating officer
shal | be appointed to determine liability, if any.

3. As soon as practical, the responsible comander shall reestablish
postal service in the area. |If the stanp stock remaining on hand is insuf-
ficient to operate, the COPE or postal officer shall follow procedures in
paragraph 1403.2. MO forns and postal supplies shall be requisitioned on
an energency basis in quantities sufficient to restore service.

1407.  CATASTROPHE REPORTI NG

1. The initial report shall contain the follow ng information:
a. Date and nature of occurrence.
b. Brief description of the cause.
c. Approximate |oss, danage, or destruction to postal supplies.
d. Action taken, if any, to obtain energency operating supplies.

e. Wether the postal activity is operational and, if not, approx-
i mate date operations wll resune.

f. Any additional information of significance.

2. A followup report shall be forwarded indicating the conplete audit
and inventory results required by paragraph 1406. 2.

1408.  DESI GNATI ON OF | NVESTI GATI NG OFFI CERS

1. Postal offenses and |osses involving mlitary postal clerks or unit
mailroom Cl er ks may require investigation to determine pecuniary liability.
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| nvestigating officers designated to conduct investigations should have postal
training or experience.

2. In cases involving | osses in excess of $100, the investigating
officer shall be a conm ssioned officer senior in grade to anyone who coul d
possibly be found pecuniarily Iiable.

3. An investigating officer shall. be appointed under the follow ng
condi tions:
a. |f negligence, fraud, dishonesty, or willful m sconduct is
suspect ed.
b. If the responsible individual refuses to make voluntary res-

titution for shortages found during routine audits.
c. If a loss is discovered follow ng a catastrophe.

1409. | NVESTI GATI NG OFFI CER FI NDI NGS AND PREPARATI ON OF REPORTS ‘-

1. Findings shall specifically include but shall not be limted to
the follow ng:

a. \Wether a loss or incident actually occurred,.
b. The anount and type of funds or mail |ost, danmaged, or destroyed.

c. Facts and circunstances that contributed to the | oss, damage,
or destruction.

d. If registered mail, state contents and value (obtain from
t he sender).

e. W was responsible for the funds or mail at time of the 10SS,
damage, or destruction.

f.  Who was accountable for the funds or mail at tine of the |oss,
damage, or destruction.

g. Wiether any or all ‘of the mssing funds or nmil, noney order
fornms, or other items have been recover ed.

2. A COPE or MPO supervisor should not be held personally or pecuniarily
| iable for acts of subordinates that result in shortages or other |osses of
postal funds, accountable papers, or other property whether from honest error
theft, enbezzlements, or manipulations, provided that they have faithfully
and conscientiously enforced all DoD and MIlitary Service regul ations, ap-
plicable USPS directives, major overseas command directives, and procedures
for the nmanagenent of their postal activities.

3. Recommendations of the investigating officer shall be consistent
with findings. Wen pecuniary liability is found, recommendations must include
the nanmes of individuals to be held pecuniarily |iable and the specific
amount s.
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4, Investigating officer reports shall be prepared in accordance with
each Mlitary Service's requirenents.

1410. TRANSM SSI ON OF DOCUMENTS

1. Wthin 90 days fromthe date of initial notification of a possible
of fense, conpleted proceedings, fully docunented, shall be subnitted by respon-
si bl e commanders through conmand channels to MPSA. Reports shall be processed
expeditiously within command channels to ensure arrival at the MPSA within
90 days of initial notification.

2. \Wen extenuating circunstances prevent the conpletion and forwarding
of reports within the allowable tinme frame, a 30-day extension may be granted
by the appointing authority with pronpt notification to the MPSA.

3. Reports shall be forwarded to the MPSA with all supporting docunenta-
tion, such as disciplinary actions, termnation of postal designations, collec-
tion action against those found pecuniarily liable, corrective action to prevent
recurrence, etc.

4,  Copies of approved officer investigation reports shall not be held
pendi ng availability of other docunents, but shall be transmtted i mediately

upon conpletion. Supporting docunentation shall be forwarded as it becones
avai | abl e.

14-8




IF THE SHORTAGE IS IN
A ACCOUNT HELD BY

AND THE
ACCOUNT |'S 4

SERVED
BY A

TAKZ THIS ACTION

COFE

MPC/TPC

Fixed Credit

PO or Post-
master

Submt a PS Form 17 and
letter of explanation,

or a copy of the postal
offense Message, requesting
repl acement stock.

COPE

Sutmit a PS Form 17 1O the
COPE requesting replacement
st ock. (JOTE: Disregerd if
the credit is W thdrawn from
the clerk as the COPE shail
carry the shortage pending
repl acement from the %0 or
Postmaster. )

COPE/PX0

COPE

Flexible
Credit

Pestmaster

PFO

| dentify the shortage on

P Form 14123 as outlined

I n subsection D.12., Chapter
5, Volume 1. Include a
letter of explanation or
copy of the postal of fense
nessage with the s Form
1412B. |f reBI acenent stock
I's needed, submt a requisi-
tion in the normal manner.

NOTE:

required.

Tabl e 14-1.

shortages occurring in MPC{]FPC accounts shail be carried by
fromthe Postmaster.

the COPE pending repl acement

| e COPE “has a flexible credit, the shortage is automatically
carried_by the Postmaster upon receipt of the ?S Porm 14123. No further action is

ot ai ni ng Repl acenent Stock for Shortages.

14-9




mr < o

A B C
| f Then the individual | The mailroomor MPO JUnit or responsible
di scovering the supervisor, as commander shal
i nci dent shal | appropriate, shall notify:
notify: notify:
The incident |The mailroom Unit or responsible | The MPO supervisor
occurs at super vi sor conmander t he maj or conmander,
t he mailroom the mlitary inves-
| evel over- tigating agency,
seas and MPSA.
The incident |The MPO supervisor The responsi bl e
occurs at postal conmmander,
the MPO the mlitary,
| evel | nvestigating
agency, the major
conmander, and
MPSA
The incident |[Same as rule 1A Sane as rule 1B Serving postnaster,
occurs at a USPS | nspecti on
CONUS- Service, the mili-
oper at ed tary investigative
mailroom agency, the instal-
| ati on post al
of ficer, and MPSA.
The incident |Sanme as rule 2A The serving post-

occurs at a
CONUS-
oper at ed
post office,
i ncl udi ng
MPOS af | oat
i N CONUS

master, the USPS

| nspecti on Ser-
vice, the mlitary
| nvestigative
agency, intalla-
tion postal

of ficer, and MPSA.

Fi gure 14-1.

Reporting Post al
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| f You Are The

lnit/Organization
;ommander

MPO Supervi sor

fajor Commander

Speci al
Court-Martial
Aut hority

Then (I f Appropri ate)

telieve the individual from MPO or mailroom duti es.

lequest the personnel office flag records to pre-
rent actions, such as reassignnment, pronotion,
tc., and ensure personnel records are properly
mnotated to preclude future MPO or mailroom

assi gnnments.

[nitiate judicial or nonjudicial action.

leport corrective actions taken through the
responsi bl e postal conmander to MPSA.

‘recess any mlitary claimns.
fake actions 1 through 4, above.

leview MPO records for clains actions involving
accountable nail.

\dvise addresser or addressee as appropriate of
nai |l | oss.

Jetermine need for officer investigation and
forward requirement to the Special Court-Mrtia
Authority or Appointing Authority wth a 30-day
suspense for conpletion of the report as required
by this Mnual .

Obtain and review 0S1, CID, or NS investigative
reports of investigation.

Revi ew of ficer investigation report for conplete-
ness.

Direct the investigating officer to conplete the
the report within 30 days.

Cotain and review 0S1, CID, or NIS investigative
reports.

Revi ew of ficer investigation reports for conplete-
ness and |egal sufficiency for cases involving
pecuniary liability, and forward a copy of the
report to MPSA through the major conmander.

Initiate collection action fromthe responsible
i ndi vi dual .

Fi gure 14-2.

Requi red Actions Involving Postal Ofenses.
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UNCLASSI FI ED

01 01 =z RR RR UUUU
FROM:  (ACTIVITY REPORTI NG THE | NCI DENT)

TO CDR ML PSTAL SVC AGCY//ALEX VA//MPSA-oP// .

INFO:  (MAJOR COWRANDER CR DI RECTOR OF POSTAL OPERATI ONS ( CONUS))

UNCLAS
SUBJ ©  SUBJECT W LL REFLECT TYPE OF POSTAL OFFENSE, | NCI DENT, OR CATASTROPHE.
| F FUNDS ARE | NVOLVED, REFLECT TYPE OF FUNDS AND AMOUNT.
1. IN COWPLIANCE WTH DoD 4525. 6-M VOLUME r, CHAPTER 1 4, PARAGRAPH 1402, THE
FOLLOAN NG I NFO |'S FURN SHED:

A DATE I NCI DENT OCCURRED , KNOW FACTS AND CI RCUMSTANCES AND ORGANI ZATI ON
INVOLVEi) , TO | NCLUDE OPERATI ONAL MPO NUVMBER AND FINANCIAL UNIT , | F APPLI CABLE.

B. PERSONNEL | NVOLVED ; | NDI CATE WHETHER POSTAL CLERK OR APPO NTED MAI L
CLERK , AND | F RESPONSI BLE FOR LOSS.

c. | NDI CATE WHETHER RESTI TUTI ON HAS BEEN MADE, OR W LL BE MADE AND WHEN.

D. REFLECT | NFORVATI ON RELATI NG TO RECOVERY AND DI SPCSI TI ON OF MAIL,
AND | NCLUSI VE DATES OF SUCH MAI L. |IF ACCOUNTABLE MAIL IS INVOLVED , | ND CATE
AMOUNT , TYPE, ACCOUNTABLE NUMBERS, CONTENT, AND VALUE, |F KNOWN . |F BEING
HELD AS EVI DENCE, SO STATE, AND G VE AMOUNT AND ESTI MATED DATE OF RELEASE.
IF UNN'T MAIL SERVICE IS I NVOLVED, REPORT WHETHER PREVI OUS | NCl DENTS HAVE
OCCURRED AND , |F SO G VE DATE(YS)

E. I NDI CATE DATE REFERRED TO | NVESTI GATI VE ACGENCY, | NCLUDI NG AGENT” S NAME,
DESI GNATI ON , AND LOCATI ON OF THE AGENCY, AND CASE NUMBER ASSI GNED, AS APPRO-
FRIATE . I NCLUDE DATE AND LOCATI ON OF USPS OFFI Cl AL TO WHOM NOTI FI CATI ON WAS
MADE | F | NCl DENT OCCURRED IN THE UNI TED STATES.

F.  STATE CORRECTI VE ACTI ON TAKEN TO PREVENT RECURRENCE, AS APPROPRI ATE.
2. | NDI CATE DATE AND HEADQUARTERS WHI CH DESI GNATED THE | NDI VI DUAL AS MPC , FPC ,
COPE, RFPO. (IF PARAGRAPH DCES NOT APPLY, OMT FRoM MESSAGE. )

Figure 14-3. Sanple Electronic Message Wth Instructions For Preparing
Notification of Postal Offenses, |ncidents, or Catastrophes.
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